U.S. DEPARTMENT OF TRANSPORTATION
ORDER FEDERAL AVIATION ADMINISTRATION 1500. 37

8/3/93

ACCEPTANCE OF PAYMENTS FROM NON- FEDERAL
suJ: SOURCES FOR OFFI Cl AL TRAVEL

1. PURPGSE. This order prescribes procedures for requesting
approval for acceﬁt|ng payments by non-Federal sources in
accordance with the Code of Federal Regul ations,

41 CFR Part 304.1.

2. DISTRIBUTION. This order is distributed to branch |evel and
above in the FAA headquarters and regions; to section |level and
above at the FAA Technical Center and the Aeronautical Center;
and to resident directors. A limted distribution is made to all
field offices and facilities; and copies are furnished to
addressees on the zAa-388 distribution |ist.

3 BACKGRROUND. The Ceneral Services Admnistration (GSA) has
i npl enented Section 302 of the Ethics Reform Act of 1989,
P.L. 101-194 Whi ch expands the circunstances under which agencies
may accept payment to enployees for official travel. Previously,
}hfllinited exceptions for acceptance of such payments were as

ol | ows:

~a. Pursuant to 5 u.s.c. 4111, travel to a training semnar,
meeting, or conference sponsored by the non-profit organization
which 1s granted tax-exenpt status under Section 5019c(3) of the
Internal Revenue Code could be paid for by that entity;

b Foreign travel paid by foreign government under the
foreign gift statute, 5 u.s.c. 7342; and,

c. Pursuant to the exercise of the Administrator% gift
acceptance authority found in 49 u.s.c. 326, as anplified by
Order 2700.20a, Gfts and Bequests,

The inplementation by GSA of the applicable provisions of the

Et hics Reform Act of 1989 replaces the gift authority for
attendance at neetings or simlar functions but |eaves a. and b.
intact, The gift authority may still be used to accept trave
payments in circunstances not covered by the GSA rule.

4. PROCEDURES.

a. Approval Authority Limted. Acceptance of paynent of
enpl oyee and spouse travel from a non-Federal source nust be
aﬁproved in advance by the Admnistrator after determning that
the payment is:
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(1) For travel relating to official duties.
(2) For attendance at a neeting or simlar function.

_ (3) From a non-Federal source that is not disqualified on
conflict of Interest grounds.

(4) |f the source has interests that may be affected by
the performance or non-performance of the enployee's duties, then-it
is a "conflicting" non-Federal source. In this case, it nust be
determ ned that the FAA's interest in attendance at the event
outwei ghs the potential conflict considering the follow ng factors:

(a) The inportance of the travel for the FAA

_ ~(b) The nature and sensitivity of any pending matter
affecting the interests of the conflicting non-Federal source.

(c) The significance of the enployee%role in any
such nmatter.

(d) The purpose of the nmeeting or simlar function.
(e) The identity of other expected participants.

(f) The value and character of the travel benefits
offered by the source, and any other relevant factors.

(5) I'f reinmbursement of travel costs are offered for the
enpl oyee' s spouse, that travel will contribute to the acconplishnent
of the purpose of the enployee's travel.

b. Requests for approval. Al requests for approval to
accept paynents for travel nust be forwarded to the Ofice of Chief
Counsel, General Legal Services Division, acc-100, for review and
forwarding to the Adm nistrator for approval

~ (1) The format for the request and applicable
declarations are in appendix 1.

(2) The Ofice of the Admnistrator will forward a copy
of all requests approved by the Adnministrator to the Ofice of
Accounting, Financial Information Division, AAA-500, and to AGC-100.

(3) AAA-500 Wil | establish a file for each approved
request.
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c. Paynent of Travel Expense. The non-Federal source may
accommodate all travel expenses in kind, or may provide funds to
rei mburse the enployee (and spouse) for some or all expenses
I ncurred. Payment 1 n kind neans provision of transportation,
| odgi ng, neals, etc., wthout cost.

d Recei pt of paynments. Any payments an enpl oyee receives
under this authority are accepted on behalf of the FAA and nust
be submtted to the servicing accounting office with a copy of a
report in the format in appendix 2.

(1) Servicing accounting offices will credit the
ap%rppriate FAA appropriation and forward a copy of the report
submtted to AAA-500.

(2) Reinbursement for expenses incurred. Enployees
will submt Travel Vouchers, SF 1012, to the servicing accounting
office to obtain reinbursenent for thenselves (and their spouses)
for expenses not provided in kind by the non-Federal source.
EnPonees must item ze expenses for which servicing accounting
offices will make reinbursement payments as foll ows:

(a) If the non-Federal source has provided
sufficient funds to cover all expenses incurred, reimbursenent
wll be for actual expenses of the types for which reinbursenment
I's authorized in FAA Order 1500. 14A.

(b) If the non-Federal source has provided |ess
funds than woul d be needed to cover all allowable types of
expenses incurred, reinbursenent will be for the greater of the
anmount provided by the non-Federal source or the amounts
aut horized in FAA Order 1500.14A.

(c) If the ﬁaynent exceeds the travel expenses
authorized and incurred, the excess shall be returned to the
non- Federal source unless, the excess is designated as a gift to
the Government.

A (3) AAA-500 Wi ll file the reports submtted by
accounting offices with the approved request.

_ (4) AAA-500 Wi l| f orward all reports to AGc-100 for
review and action in cases where an approved request has not been
recei ved.

e. Semannual reporting. AAA-500 will forward a copy of
all approved requests and the applicable reports of paynent
received to the Ofice of the Secretary, Ofice of Financial
Managenent, M-80, in accordance with the follow ng schedul e.
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(1) B ril 30 for the 6-month period beginning on
Cctober 1 throgbé¥khrch 31. P J J

_ (2) By Cctober 31 for the 6-month period begi nning on
April 1 through Septenber 3o0.

:

Director of Accounting
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SAMPLE NEMD REQUESTI NG APPROVAL OF ACCEPTANCE Appendi x 1
PAYMENT

FROM O fice or Service Head

TO: The Adm ni strator
THRU: The Deputy Admi nistrator
The Chi ef Counsel

Under the provisions of 31 u.s.c 1353, as anplified by

regul ations found in 41 cFR Part 304-1, | recommend that you
accept the offer of the payment of travel and transportation
expenses by a non-Federal source under the circumstances
described below. | attest that the travel relates to the
official duties of the enpl oyee(s) who is/are slated to attend
the event and have attached a certificate which you may execute
to indicate your approval.

Identity of non-Federal source and a description of offer

Val ue of offer

Description of meeting or simlar function in connection wth
whi ch travel paynments are offered:

Identity and title(s) of Faa enployee(s) designated to attend
the meeting or simlar function as a part of official duties
and the role(s) they will play here:

Wul d a reasonabl e person know ng the facts and circumstances
of this travel situation have cause to question the integrity
of agency prograns or operations? (Yes or No)

Unl ess the answer is unequivocally "no", you shoul d not
recomrend acceptance w thout sone explanation of why the agency
shoul d take the risk of exposing itself to criticism

CAUWJgN: In coming to a conclusion on this issue you should
consi der:

(1) whether the circunmstances nake it appear that it is the
donor's intent to influence the enployee or the agency in
future actions or to reward the employee. for past actions.

(2) the puerse of the neeting - e.g., is the employee’s
attendance | i kely to benefit the agency in his/her future
performance?
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(3) the identity of other expected participants - e.g., wll
enPonee gain an opportunity to meet and greet people who are
aftfected by his/her duties.

8/3/93

(4) the nature and sensitivity of any natter pendinﬂ at the
agency affecting the source's interest - e.g., is there a
contract award pe ding on which they have bid, or an exenption
or a rulemaking in which they have an interest?

(5) the nature of the enployee's role in that natter - e.g., is
he/ she an SEB nenber, or review ng comment on the rule?

(6) the nonetary value and character of the travel offer.
(7) the identity of the donor

| f spousal travel is involved, enter a description of how the
spouse' s ﬁresence at the nmeeting or simlar function wll
support the mssion of the FAA or substantially assist the
enpl oyee in the performance of his or her duties through
attendance at, or participation in, the event.

Si gnature

At t achnent
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Appendix 1

DECLARATI ON

| find that acceptance of payment from [the source] to cover the
expense of [eTFoneegbnane(s)] attending [the neeting or simlar
function] would not cause a reasonable person with know edge of
all the facts relevant to this situation to question the

integrity of agency programs or operations. | have made this
determ nation based on consideration of Ldlscuss the follow ng
factors. It is not necessary that they be enunerated as they

appear here; they sinle shoul d be touched upon as necessary to
justify acceptance of the travel expenses].

a. The nature and_sensitivity of any pending matter
affecting the interests of the source;

b. The nature of the enployee%role in any such pending
mat ter;

c. The purpose of the neeting or simlar function;

d. The identity of the other participants; and

e. The value and character of the benefits offered,;
(ADD | F spousaL TRAVEL INVOLVED) | further find that the presence
of his/her spouse at this event will support the mssion of the
FAA and substantially assist the enployee in carrying out his/her
duties through participation in this event.
I herebyfaccept the invitation from for

on behal f of the agency under ny authority found in 31 u.s.c.
1353. The value of this offer is $ .

Adm ni strat or Dat e
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EMPLOYEE NAME:
GOVERNVENT _POSI T1 ON:

NAME OF SPOUSE (if applicable):

NAVE OF THE PERSON OR ENTITY
MAKI NG THE PAYMENT:

NATURE OF THE MEETING OR SIM LAR FUNCTI ON

TRANSPORTATI ON:

LODAE NG
MEALS:
OTHER (list below):

NATURE OF PAYMENTS IN-KIND (list estimated value by tvype):
TRANSPORTATI ON:

LODA NG
MVEALS:

OTHER (List bel ow):

Accounting Cdassification: / / /

The statements in this report are true, conplete, and correct to
the best of nmy know edge and belief.

PRINT OR TYPE NAME AND TI TLE:
EMPLOYEE S| GNATURE: 1







